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[bookmark: _Toc456901515][bookmark: _Toc35514684]Introduction 

The first part of this assignment I will be focusing on employability skills. I need to look at the skills that I have and what a potential employer will be looking for. I will be researching transferable skills and how to apply them in all situations. I will be self-reflecting and using SWOT Analysis to highlight my strengths and weaknesses, any opportunities that I may have and threats that I may face. 
I am going to show the importance of networking and of technology, which can be a great asset to networking, as it enables contact without having to meet face to face. In a work environment it is very common to have conflict, I will be researching conflict management and any preventative measures that can be put in place such as team building exercises.
I will research a number of tools such as the CRAAP test, which will help with any future research that I do and the Time Management Matrix by Covey (2013), I am particularly interested in the matrix as I am already aware that time management is currently an issue for me. I will be using GAP Analysis, to see where there are gaps in my skills and I will be using that information in an Action Plan, which will eventually help me to move forward into a managerial position.
In the second part of the assignment I will be focusing on my academic skills. I will use a learning cycle to reflect on the last six months since I have been at university. Modern Technology can be a massive advantage to students, I will look at the successful tools available such as the online library and Harvard style referencing, which will enhance my academic knowledge and research skills. I again will use Gap Analysis to identify any gaps with my academic skills and use that information to create an Action Plan, which will assist me in obtaining the formal qualifications that I desperately desire for better prospects. 




[bookmark: _Toc35514685]Part 1 Employability 
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[bookmark: _Toc498692289][bookmark: _Toc35514686]1.0  Explore ‘Leadership Employability Skills’ in general

Skills are extremely important in every sector. There are a wide range of skills, these may be learnt skills, that are essential for a particular field or role and transferable skills that can be used for a multitude of roles. Focusing on transferable skills, many people may be unaware of the skills they possess, or not see the relevance of them day to day, however, they are extremely important and sought after by employers. A great listener will be a great listener, irrelevant the role they are currently in. An employer will always look for transferable skills and this may also help with inhouse promotions, when employers can see these skills being applied. According to Cameron (2016) it is vital to focus on learning as many transferable skills as possible while studying, transferable skills are very attractive to employers and may assist in the future of obtaining the dream career. 
Holmes (2017) states that people often have the right skills that an employer wants, however as they have never identified the skills that they possess, they do not realise. The key to success is to identify the skills and see how they are transferable in many situations, then showing off your skills to potential employers. Holmes (2017) claims that many individuals are frightened of what the employer is asking for on a job description and therefore individuals may decide not to apply, this is based on terminology used or the ability to apply the skills used in everyday situations into an employment role. It is vital that people make a list of their skills, then expand on the situations where they can be applied, searching for any gaps and updating the skills wherever necessary.
It can be difficult to look at one’s own skills objectively, often self-belief can play a big part in this, therefore tools such as Swot Analysis, Humphrey (2005) and Gap Analysis, Henderson (2016) are essential to personal development. 
When using SWOT analysis, the aim is to convert weaknesses into strengths and threats into opportunities.
[image: ]
Self-reflection is essential, this enables everyone to know themselves and where there are improvements necessary. I am impatient, if I am aware that I am impatient then I can work on becoming less impatient and hopefully in time I will become patient, which is now a great strength to have. Had I not reflected on myself I possibly would not be aware that I am impatient and therefore I could never change it from a weakness to a strength.
In the above SWOT analysis one of the opportunities is to network. Networking is essential, according to Ivanova-Gongne & Lasse (2018) for a business to thrive it is reliant on having relationships with other businesses. Their article focuses on cultural differences and how managers have their own difference in opinions on networking. The research was on Finland and Russia and both countries view networking differently. The fantastic technology available today should enhance the use of networking in other countries, it is important to be mindful on the cultures that may be encountered.
When businesses make firm associations with other businesses, they may feel it difficult to change their own business model or approach other business, to enhance their company. Andersen & Medlin (2016) states the importance of having a wide business network and not to be reliant on other companies, networking should be fluid, with many companies available to you at different times and for different scenarios. This model can certainly by applied to personal networking, there are many people who bring different elements to individuals – friends who can listen, friends who can recommend a great car mechanic, friends who can watch a football match with you, despite them supporting the opposition. The bigger the network the greater the access to a wealth of knowledge, often if a friend does not have the information to help, they will know someone that will. Interpersonal skills are very important, the ability to converse with others is a great skill, this will entail the ability to communicate with everyone, irrelevant of any race, age, religion, cultural differences.
Technology today is an excellent way to network, especially the internet and social media. If you are looking for a recommendation for a builder, instead of phoning companies, getting quotes and hoping that the builder is not a cowboy, people will put up a post on Facebook for example and get real responses from real people who have had previous experience in that field.
[bookmark: _Hlk35364882]Although networking is essential, not everyone can get on with everyone, at all times. Conflict may happen between individuals; this can be instantaneous or at an unexpected time. Nash & Hann (2020) examines the inter-employee conflict within companies in Wales, they state that there are many large organizations where colleagues are having disputes, 38% of employees claim to have had some issues with a colleague. Alternative Dispute Resolution (ADR) seems to be the most efficient way of resolving issues in the workplace, this will involve mediation and negotiation techniques from managers. Many workplaces will put team building exercises in place, prior to ADR. A team working approach called High-Performance Work System (HPWS) can potentially improve motivation, increase peoples skills and empower employees to be involved in all areas of the organisation, however teams can be very divergent, so Saundry and Dix (2014) and Jehn and Bendersky (2003) indicate that conflict can increase the more diverse people are. Managers would always need to intervene and must have skills and training in conflict resolution.
An essential skill for Leaders and Managers is time Management. A tool that can help with this, is the Time Management Matrix by Covey (2013).

	
	Not Important.
	Important.

	Urgent.
	Not important but urgent.
Delegate.
	Important and urgent.
Do it yourself.

	Not Urgent.
	Not important and not urgent.
Delete it.
	Important but not urgent.
Plan for it.



The table above will help to prioritise work, what needs to be done, when and by whom. Delegation is not giving work that a Manager does not want to do to someone of a lower pay grade, it is trusting someone with that responsibility, and knowing they can do the job effectively and on time.
There are some time saving methods when working and/or studying. Research will play a very important part, Binder (2017) offers advice on primary research, this involves any research conducted by yourself, this may be using questionnaires or over the phone. Binder (2017) shares helpful tips especially on telephone research, including time management and building rapports with the correct people, there is no point in spending 2 hours on the phone building a relationship with someone, only to find out they are not the ones that can help. It is vital to research, and when doing secondary/desk research, especially using the internet, there is a tool to assist with ensuring the use of correct sources.
C – Current.
R – Relevant.
A – Authority.
A – Accuracy.
P – Purpose.
According to Blakeslee (2004) by using the CRAAP test when researching, people will avoid the wrong information. Anyone can write anything they want on the internet; a lot of information will be untrue. It is a great idea to go straight to the source, use the online university library, or government websites – www.gov.uk , look for articles with recent dates, look for peer reviewed work, to obtain the most recent, correct information available. This will save a lot of time and avoid being confused whether it is the correct information.

[bookmark: _Toc498692292][bookmark: _Toc35514687]1.2  Evaluate own Leadership Employability skills 

[bookmark: _Toc2883533][bookmark: _Toc35514688]1.2.1 Current Employability skills

It is a very good idea to self-reflect by using tools such as SWOT Analysis and skills audits, these help to identify strengths and weaknesses. A great tool to help people to move forward is Gap Analysis. There are certain skills gained and other skills needed to achieve the next step, this may be in life, work or study. Gap Analysis helps to show where the gaps are and what is needed for progression/procession. According to Henderson (2016) Managers and businesses should use this tool wisely to understand their employees and their needs. If an employee is deficient in an area then they need to know how to make improvements, this can only be done once the employee knows themselves and their full capabilities. 
There are different types of data, Qualitive and Quantitative data. The analysis will focus on the quality of skills rather than the quantity of skills. There are many employees who have some excellent qualities that fit their role perfectly, they may not have a great number of skills, however sometimes it can be quality over quantity. The quantity of skills someone has can always be added to at a later date.



[bookmark: _Toc35514689]Gap Analysis to identify ‘gaps’ in knowledge/skills


	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Be patient.





	Listen.
	Understanding.
	Do not apply my standards to others.

	Work with others, who are on a different level.






	Liaise with like-minded individuals.
	Patience.
Understanding.
	Volunteer for a company outside my comfort zone.

	Be Flexible.
	Manage my time well.
	Support from others.
	Ask others for help. Stop thinking I can do everything alone.



From the above table it is clear that I understand some issues that I feel are holding me back, despite working well with others and being approachable, I find that I don’t truly understand them, as they don’t seem to have the same level of intelligence or work ethic – and therefore often find myself being rather sarcastic. I feel that I need to take the time with people of all levels and empathise. I need to feel confident to delegate, instead of trying to take everything on myself.




[bookmark: _Toc35514690]1.2.2 Action Plan for Improvement


	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Complete ILM level 4.
	Study.
Attend Lectures.
	Level 4 certificate.
	1 Year.
	Family support.
Laptop.
Wi-fi.
University Support.
Company Support.

	Update I.T Skills.
	Self-teach specific areas such as PowerPoint & Excel.
Attend short courses.
	Ability to use the programmes sufficiently.
	1 Year.
	YouTube channels.
Laptop.
Community College.

	Working with other Managers.
	Discuss this with my Manager during appraisal.
	Obtaining a voluntary position.
	3 Years.
	Company Support.

	Gain a BA Degree.
	Complete Level 4.
Attend Lectures.
	BA Degree Certificate.
	3-5 Years.
	Family Support.
Company Support.
University Support.



For successful progression in work I need to study and achieve formal qualifications. The above table shows that I will need to be heavily supported during this time. I will need support from my family, Company and University.



[bookmark: _Toc498692297][bookmark: _Toc35514691]Part 2: Academic Skills 

[bookmark: _Hlk498694375][bookmark: _Toc35514692]2.0 Reflection on Academic Skills required for University Level Study 

I am going to use the Kolb & Fry (1975) Experiential Learning Cycle to reflect on my university studies since October 2019.
Having an experience.
1. Time Management.
2. Critical thinking, reading and writing.
3. Researching.
4. Using I.T.
These are the main academic skills that I have had to consider when writing my assignments. 
Reviewing the experience.
1. I have struggled with time management; I have a very demanding job as well as a family. Moving forward I need to make improvements.
2. I have always been rather sceptical, however not to the extent that is required for academic work. I don’t take anything at face value and believe if something looks too good to be true then it is.
3. I have been learning to research properly, without just using a search engine to find the information that I need. Academic research is something that I am enjoying, however, I do find it a little frustrating at times.
4. [bookmark: _Toc456901523]I enjoy technology for pleasure and would happily spend hours navigating a smart phone for example, however the I.T required for assignments is not as basic as I thought.


Planning the next steps.
1. I must learn to trust others and delegate where necessary, it is impossible to do everything myself and must now take the support offered by my family members, friends and colleagues.
2. I will continue to think critically, I am often very good at thinking outside the box. I do however need to refrain from finding information that suits my beliefs and look at all angles.
3. I need to take full advantage of the tools available. The biggest research tool I have is the online library, where there is plenty of varied materials, including books and articles. Many of the resources have been peer reviewed which makes them ideal research material.
4. I need to take some time to navigate all the programmes that I need for studying. Once I am familiar with these it will save me a lot of time on future assignments and work projects.

[bookmark: _Toc35514693]2.1 Evaluate own Academic Skills 

As I have not studied for many years, I was very worried at starting university. I did not consider the wide range of transferable skills that I possess and my life experiences. I am fortunate that I am not afraid of technology and I have fair I.T skills, however, I feel that if they were mastered I would be able to be more time efficient and therefore I would not have as much pressure on myself. I am aware that there are a few programmes such as PowerPoint that I do not use at work, therefore I will need to focus on my I.T skills quickly.
I think that I am a very quick learner and very adaptable to my surroundings. I realise that I have many skills that I can use to enhance my academic status, and that I am capable of learning and succeeding to Degree level, possibly further if I apply myself.
Although I have not had to research for academic studies previously, I do understand the importance of referencing. I am and always have been an avid reader, I know the time scales involved to writing materials and that many books and articles can take years to devise, therefore I want them to get the credit they deserve. I will be using Harvard style referencing to give credit throughout the assignment and on a separate reference section after my conclusion.

[bookmark: _Toc35514694]2.1.1  Current Academic Skills

[bookmark: _Toc35514695]Gap Analysis to identify ‘gaps’ in knowledge/skills

	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Complete ILM Level 4.






	Study.
Attend Lectures.
	Certain I.T Skills.
Research Skills.
	Attend Lectures.
Spend time on the university Library.

	Present confidently to a wide audience.






	Talk to a group.
	PowerPoint Skills.
	Self-teach using the internet.
Attend classes.

	BA Degree.
	Study.
Attend Lectures.
	Level 4 Certificate.
	Continue to study and complete level 4.



The Gap Analysis shows clearly that I need to upskill my I.T skills to be able to successfully gain formal qualifications. These skills will massively enhance my future job prospects.




[bookmark: _Toc35514696]2.1.2  Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Complete Level 4.
	Study.
Use Technology.
	Formal Qualification.
	1 year.
	Family Support. 
Company support.
University Support.

	Work toward a degree.
	Study.
Use Technology.
	Formal Qualification.
	3 years.
	Family support.
Company Support.
Level 4 Qualification.

	Become a Manager.
	Formal Qualifications.
	Managerial position.
	3-5 years.
	Family support. 
Company Support.
Formal Qualifications.

	Improve my finances.
	Study.
Work.
	Gain a managerial position.
Higher pay grade.
	5-10 years.
	Family support. Company Support.
Formal Qualifications.



It is clear from the Action Plan, that to reach my goals I must continue to study and complete Level 4. Once Level 4 is complete, it will give me access to the BA Degree in leadership and management, give me the formal qualifications to apply for managerial positions and once I have secured a managerial position my finances will improve. It seems that currently everything is linked to my lack of formal qualifications/education. To succeed I will need support from my family, university and the company I work for.

[bookmark: _Toc35514697]Conclusion

In the first part of this assignment I have focused on employability skills. I have used many tools such as SWOT Analysis to evaluate myself, Gap Analysis to see the gaps between the skills that I have, and the skills that I need to progress in my career and an Action Plan to help me succeed in obtaining a managerial role. I have highlighted that one of my weakest strengths is time management and I hope that I can use the Time Management Matrix by Covey (2013) to my full advantage and realise the importance of delegating some work to others, whether this is colleagues, friends or family, who all want to help me succeed.
I feel that having a larger network could potentially help me to progress, and I can now see the importance of networking through a personal and professional capacity. Networks are helpful because very often people may have different ideas to you, different answers, or know someone who knows someone who can help. Technology is a great tool for networking, this can be done through social media, the internet, e-mails, phone calls, SMS, facetime as well as actual face to face meetings. Technology will enable me to contact anyone in any country in the world, this is an advantage for me as I work for a global company.
I am a team player and I am very fortunate that in my current role I have not encountered any severe conflict, however I am aware of how destructive conflict can become and therefore I will always be actively involved in team building exercises, regardless of my role within the company. During this assignment I have looked at ways of avoiding conflict as well as conflict resolution ideas, for when there is a high level of conflict and it needs to be managed appropriately.
I know the importance of researching correctly and the internet search engines to avoid, however the CRAAP test is a tool that I will follow from now in. There is no need for me to trawl the internet for hours hoping that certain information may be credible when I am fortunate enough to have an amazing tool at my disposal, the online university library should have every book, or article that I need and failing that I can also research on google scholar, using the CRAAP rules.
In the second part of the assignment I have focused on Academic skills, I need to use full advantage of all the tools available to me, they will help me succeed with my studies. I used the Kolb & Fry (1975) experiential learning cycle as a tool to reflect on my university journey so far. I focused on four main areas that I thought, prior to university, that I was particularly strong, however since starting university I know that although I am quite good at them, they are not yet my strengths. I have used Gap Analysis and an Action Plan to identify the gaps and the best way to make improvements.
The main issue that I am encountering is time management, I know that I must address this to be able to complete level 4 with a good mark. I need to accept offers of help, and on the lead up to submission I must find a quiet area to work, this may entail visiting the library, turning off my phone and anything else that has the possibility to distract me.
I feel that part one and part two are very similar and that I cannot succeed in part one without part two and vice versa, it is clear that my academic skills will lead to formal qualification and my formal qualifications will enable me to apply for meaningful job roles which will then enhance many aspects of my life.
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